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UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 


OFFICE  OF  THE  SECRETARY 


WASHINGTON.    D  C. 


V.'ith  the  increasing  tempo  of  Department  activities  as  a  result  of 
the  rather  widespread  participation  in  Ilational  Defense  activities, 
the  demand  for  paper  has  heen  greatly  increased.     Simultaneously  the 
reduction  in  the  supplies  available  has  made  it  increasingly  diffi- 
cult for  the  Department  to  obtain  adequate  quantities  to  meet  the 
established  demands.     To  avoid  the  possibility  of  serious  embarrass- 
ment to  the  v'ork  of  the  Department  because  of  the  inability  to  obtain 
paper  stock,  it  is  imperative  immediately  to  reduce  consumption.  To 
accomplish  this  the  following  policies  should  be  adopted  by  every 
agency  of  the  Department  responsible  for  the  initiation  and/or  pro- 
duction of  duplicated  material  in  any  form: 

1.  Reduce  the  number  of  editions  and  the  quantity  of  each  to  the 

greatest  extent  practicable. 

2.  Use  both  sides  of  the  sheet  for  all  jobs  of  more  than  one  page 

unless  it  is  impossible  to  utilize  material  in  this  form. 
Convenience  or  ease  of  handling  should  not  be  considered  as 
acceptable  reasons  for  deviating  from  this  policy. 

3.  Use  single  space  for  all  jobs  of  more  than  one  page. 

4.  Reduce  all  four  margins  to  the  minimum  consistent  vath  possible 


5.    Require  all  machine  operators  to  exercise  extraordinary  care 
to  eliminate  iinnecessary  v/astage  and  overruns. 

Strict  observance  of  these  policies  should  provide  a  substantial 
reduction  in  the  consumption  of  paper  for  this  purpose  and  permit 
the  purchasing  and  supply  offices  to  iceep  pace  ^i±th  the  demand. 
Failure  to  curtail  cons\imption  \dll  inevitably  result  in  the  imposi- 
tion of  a  rationing  policy  \Ath  tremendous  attendant  difficulties. 
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Acting  Director  of  Finance 


Director  of  Information 
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